— RESUME 


Raheel Rehman 

Address: Korangi Crossing, Allahwala Town, Plot 293, 1* Floor, Sector 31/A, Nearby 
Brookes Circle, Korangi Industrial Area, Karachi — 74900, Pakistan. 

Mobile: (+92) 0319-3557297 Email: raheelrehman15@gmail.com 


Objective: 
I am looking for an opportunity to enhance my career prospect and become an asset for the organization. | will do 
work by utilizing my knowledge and skills for the growth and advancement of your company. 


v Intermediate of Commerce | Y MS Office Suit {y 2 Phase Electrical Worked 


vV Metric of Science v Enterprise Resource Planning (ERP) Y PVC Pipe Fitting 


Nationality- Domicile | Marital Status 
Abdul Rehman | 19 Jan, 1982 | Pakistani- Sindh-Karachi | Married | Master Card 


“* Worked at M/s. Unicon Int'l. Pvt. Ltd. — Embroidery Division as an 
"Assistant to Manager Production" from May-2019 to January-2022 in Karachi. UNICON 
ROUP 


Job Descriptions/ Responsibility: - 


e Preparation of production plan according to received Purchase Order. 

e Transfer data from hard copy to a ERP database System. 

e Preparation Customer details file / design / cost sheet / quotation and sales order in ERP generated System. 
e Daily download all machines production stitches data in separately System. 

e Checked and record all machines shift-wise production data in note register. 

e All machines designs Production shift- feeded in ERP System. 

e Checked and resolved Saurer machine files generated issues.. 

e Daily production summary amounts report send to head of GM machine-wise. 

e Monthly audit in stock yarns and report send to HOD. 

e Coordinate with all production team, If any confusion in designs production 

e Maintained and record all customer order files. 

e Prepared daily production efficiency report machine-wise. (lose / profit). 

e Prepared all machines operator target achievement allowance sheets in shift-wise. 
e Create spreadsheets to track important customer information and orders. 

e Update customer information in a database. 

e Organize existing data in a spreadsheet. 

e Verify outdated data and make any necessary changes to records. 

e Operate common office equipment, like scanners and printers. 

e Search for and investigate information contained in files. 

e Perform regular database backups to secure data. 

e Input text-based and numerical information from source documents. 

e Provide occasional administrative sup Transfer data from hard copy to a digital database. 
e Transfer data from hard copy to a digital database. 

e Sort and organize hard copies of paperwork after entering data electronically. 

e Review data for deficiencies or errors. 
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Worked at M/s. Brite Trading Agency — Haitian China Injection Plastics Molding 
Machinery as an "Assistant to CEO" from March-2016 to September-2018 in Karachi. 


Job Descriptions/ Responsibility:- 


e Answering phone calls, transferring callers as appropriate. 

e Greeting customers and visitors to the office, ensuring guests are comfortable and are connected with the 
right office personnel. 

e Managing schedules for conference and community spaces. 

e Monitoring and ordering inventory for office and break room supplies. 

e Managing incoming and outgoing correspondence, including emails, faxes, mail and packages. 

e Filing and organizing records, invoices and other important documentation. 

e Submitting work orders and scheduling repairs for general office space and equipment. 

e Ordering repairs for office equipment and maintenance, connecting with and escorting vendors. 

e Overseeing clerical tasks, such as sorting and sending mail. 

e Keeping an inventory of office supplies and ordering new materials as needed. 

e Taking and delivering messages. 

e Managing Event Machinery Exhibition. 

e Scheduling meetings and sending meeting invites to attendees. 

e Communicating with clients about event expectations. 

e Delegating tasks to appropriate team members 

e Managing deadlines and progress across the team to ensure the project is delivered on time and on budget. 

e Organizing third-party providers and vendors to deliver elements that can’t be produced in-house 

e Overseeing the delivery of projects and making adjustments as necessary to ensure they are delivered to 
specifications and high standards. 

e Perform administrative duties, such as maintaining employee database and sorting emails for the HR 
department. 

e Maintain proper records of employee attendance and leaves. 

e Preparation employee salaries and overtime sheet. Assist HR Manager in policy formulation, hiring and 
salary administration 

e Submit online job postings, shortlist candidates and schedule job interviews. 


Worked at M/s. Paxar Pakistan (Pvt.) Ltd. - An Avery Dennison Labels and Packages as a 
"Proofreading Officer" in QA Dept. from April-2010 to July-2015 in Karachi. 


Job Descriptions/ Responsibility: - 

e Checked and record all Brands emails received from Head office. 

e Checked layouts data as per defined S.O.P. (Standard Operation Procedures) e.g., Care Labels, Hang Tag, 
Inlay Card, Price Ticket, Swing Ticket, Ratio Pack & Over / Under Rider etc. through by Graphics department. 

e All layouts checked according to original brand and manual book, Customer order form through by CS 
department. 

e Checked all Digital film/ CTP plates data as per defined customer approved layouts before starting 
production. 

e All production order sheet must be scanning in tracking system and send to production department. 

e Coordinate with all department team members and all RBO brands knowledge sharing to production team 
members, If any confusions in orders. 

e Daily maintained proofread production orders logbook and weekly report send to HOD. 

e Performed all activities as per defined SOP and improvements work follow procedure. 

e Name of Brands: H&M, Carrefour, Tesco, Mark & Spencer, Next, Levi’s, Gap, Old Navy, JC Penney, C&A, 
Blend, Arcadia, Sears, Eroski, Esprit, La Halle, etc. 

e Communicating with other team members to solve problems 

e Following up with the appropriate channels when mistakes are found 

e Documenting and reporting product or service quality levels 


Achievement Awards: 

> O5th Years Service Award 2015. 

> Certificate of Manufacturing Excellence Award 2014. 
> Certificate of Excellence Performance Award 2013. 


